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When to Use Ariba for Your Shipment
Mandatory Logistics Requirements

1. Supplier’s Ready to Ship (RTS) Promise date “confirmation(s)” must be communicated via Ariba upon PO 

placement and after any need date modifications to the PO line.

2. By default, the Delivery Terms and Transport Condition on the PO itself (visible in the Ariba PO view towards the 

bottom of the PO header) will populate in the corresponding fields on your Ariba ASN:

 

 A. If package weight is less than 150lbs/70kg and Delivery Terms are being used, or the Incoterm is a D 

     term (i.e. DAP, DPU, DDP, etc.), FCA or EXW, then the supplier must use Ariba to transmit ASN  

     information (i.e. parcel shipment).

 B. If package weight is greater than or equal to 150lbs/70kg and the Incoterm is FCA or EXW, then the

    supplier only needs to complete the order release in OTM. There is no need to communicate an Ariba 

     ASN.

 C. If the Incoterm is not FCA or EXW, then the supplier must use Ariba to transmit ASN information.



WHAT IS ASN? 
An Advanced Shipping Notification is a packet of information containing details about 
an imminent delivery. The information is prepared by the Supplier and shared with the 
buyer to streamline and improve the quality of the actual delivery event. 

It can contain details about: 
 • Related documents like purchase orders and confirmations. 
 • Delivery time, place, vehicle and driver information.
 • Type and identification of the packaging materials 
 • Identification information of the goods to be delivered like batches 

WHEN TO USE IT? 
The word advanced can be confusing as it has multiple meanings. The way it should be 
understood in this context is before the actual event. By sending the information as 
early as possible, you maximize the time for preparing and fine-tuning of the delivery 
event. To reap the most mutual benefits of the information exchange, timeliness is very 
important. The sooner ASN is created the better it will serve its goals

Advanced Shipping Notification 
General Considerations

WHY TO USE ASN? 
Advanced Shipping Notifications improve the efficiency and quality of the goods receipt 
/ delivery process. By sending as much information as possible before the actual event 
the Supplier and Buyer can better align their mutual processes. 

The buyer can prepare and notify employees of the imminent arrival of goods and data 
quality will be higher as manual re-entry of data is avoided. This will have an impact on 
the following aspects of doing your business: 
 • Planning 
     • Gate, Parking space, Dock, etc. can be reserved for the delivering truck. 
     • Special unloading and Quality Assurance persons and equipment, floor 

        and rack space can be prepared. 
     • In case of any bottlenecks, the supplier and buyer can align and adjust 

        the shipment beforehand. 
 • Execution 
      • The time it takes to do the actual delivery will be shorter as everything 

        will be already in place and most of the information that a buyer collects 
        during goods receipt is already available. (e.g. packaging, serial   
        numbers, batches, etc.)

 • Administration
      • Since both the supplier and the buyer will have transparency and share 

         the same administrative data there will be fewer differences that need 
         to be clarified afterwards.



Advanced Shipping Notification 
Create ASN
There are 3 possible ways to start creating an individual 
shipping notice. 

From the Workbench : 
 1. Click on Items to Ship tile.
 2. Identify the right items using filters. 
 3. Select and click Create ship notice. 

OR 

From Orders/Orders and Releases tab: 
 4. Identify the right document using search filters. 
 5. Click Actions/ Ship Notice or Create Ship Notice 
      button. 

OR 

 6. You can also create ASN from the PO screen. Click 
    Create Ship Notice.
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Note: Before an ASN can be created, the Order Confirmation must be submitted.



Advanced Shipping Notification Individual PO Management – Create ASN – Header Level 

Advanced Shipping Notification 
Create ASN – Header Level 

1. Do not modify the “Ship From” or “Deliver To” addresses.

2. Packing Slip ID , Ship Notice Type (please select “Actual”), Shipping Date and Delivery Date 

are mandatory fields.

3. Carrier Name is also mandatory; once you select your Carrier, the Tracking No. field, which is 

also mandatory, will appear and can be updated.
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Advanced Shipping Notification 
Create ASN – Header Level 

4. Use the upload tool to attach additional documents if needed.

5. In the Delivery and Transport Information section , the Delivery Terms/Incoterms and 

Shipping Payment Method are required fields.
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Advanced Shipping Notification 
Create ASN – Line Level 

Information from the purchase order is copied to the ship notice (part ID, qty, need by, price, etc.). 
Scroll down to view line-item information and update the quantity shipped for each line item
 1. Populate all required fields for your product type at line level. For all orders, the quantity can be equal or lower than the purchase order line. 
 2. Click Remove        button to exclude the whole line from this ship notice. 
 3. If you click Add Ship Notice Line       button, you can split the quantity to populate multiple batch IDs per quantity. 
 4. Country of Origin         (COO) is mandatory. If there is a PO line where the goods are originating from more than one country, you can add a      

     second shipment line for the second COO.
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Advanced Shipping Notification 
Review Before Submitting

1.To save a draft document, click Save on the top of ASN screen. Saved drafts will not be sent to the 
customer.

2. The saved ASN will be saved for 60 days. 

3. The draft can be accessed and modified from Fulfillment/ Drafts. 

4. Select Ship Notice. 

5. Click Edit to modify the document and finalize it.



Advanced Shipping Notification 
Submit the Final Document

1. In the ASN main screen, check if all 
required fields (*) were populated. 
Click Next on the top of the screen.

2. At the header level, please review the 
delivery date and make sure it is 
applicable to all shipped PO lines.

3. At the line level, check that the 
shipped quantity is correct for each 
line.

4. Click Submit to send the ASN to the 
customer.

5. If there is any information that needs 
to be edited, click Previous

Note: After submitting your 
shipping notice, the Order Status 
will be updated to Shipped (if fully 
shipped), or Partially Shipped.
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